
Step by Step Instructions 
for Submitting STR License 
Application 

Log into your portal 
account 

Please Note: You are required to 
upload all relevant submittal 
items when submitting your 
application to the city. If your 
session is idle for more than 20 
minutes, your session could time 
out and work will not be saved. 

You will need to Upload the 
following Documents 

• Proof of Notice
• Declaration of Notice
• Parking Diagram
• Fire Safety Self-Inspection
• Proof of Good Neighbor

Guidelines Posting
• Short Term Rental

Acknowledgment

If you need assistance, please 
contact the Permit Center at 
permitcenter@bendoregon.gov or 
541-388-5580.

mailto:permitcenter@bendoregon.gov
https://www.bendoregon.gov/home/showdocument?id=41771&t=637459691216200000
https://www.bendoregon.gov/home/showdocument?id=43012&t=638073079194170000
https://www.bendoregon.gov/home/showdocument?id=41769&t=637907030480530000
https://www.bendoregon.gov/home/showdocument?id=48342&t=637434754495730000
https://www.bendoregon.gov/home/showdocument?id=49912&t=637576356174530000


Click “Apply” under Business 
Registration, Licensing & 
Temporary Signs 



Enter your information per the 
red arrows in the screenshot to 
the left.  

If you do not see a red arrow, 
you can leave that section 
blank. 

Enter the Description of Business 
information 

• Business Name – This
may be the address of
the property

• Choose the “Specialty
Licenses and Program”
Type

• Provide short description
“Short Term Rental”

Under Specialty License Details 

• Skip Doing Business As
• Select “Short Term

Rental License”

Emergency Contact (required) & 
Authorized Agent (if applicable) 

• Separate the information
with commas (Name,
Email, Phone, Mailing,
Address, City, State, Zip)



Business License 
Application Classifications 

Select “Short Term Rental 
Operating License” 

Click Next Step: Classification 
Details 



Business License 
Application – Classification 
Details 

Enter the following information 
from your STR Land Use Permit 
Decision 

• Number of Approved
Bedrooms

• Number of Approved
Onsite Parking Spaces

• Approved Maximum
Occupancy

• Where you are
advertising you STR
(websites, URL, etc.)

• Use in the last 12 months
– choose the most
appropriate answer from
the list provided

Click Next Step: Owner



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Business License 
Application – Business 
Owner 

 

 

 

Identify the Owner or Responsible 
Party of the Property 

 

 

Please select one or the other 

• Use my name and address  
 
Or 
  

• Look up the Owner by 
searching the address book. 

 

 

Click Next Step: Contact 
Information 



Business License 
Application – Contact 
Information 

Click on the red box that says “Copy 
from the Business Owner”  

or 

Enter your contact information in 
the spaces provided under Mailing 
Address and Contact Numbers 

Click Next Step: Additional 
Contacts 



Business License 
Application – Additional 
Contacts 

Skip this page 

Click Next Step: Location 



Business License 
Application – Location of 
Business  

Enter your STR address 

You can check the box next to “Use 
my location” 

Or 

You can “Search for an address” 

Once you have made your 
selection, you should see the 
address in the box below. 

Click Next Step: Upload Files 



Business License 
Application – Upload 
Documents 

Submitted documents should be 
under 40MB in size. 

Accepted file extensions: pdf, dwg, 
jpg, jpeg, png, tif, xlsx, xls, wav, 
mp4, mov 

You will need to Upload the 
following Documents 

• Proof of Notice
• Declaration of Notice
• Parking Diagram
• Fire Safety Self-Inspection
• Proof of Good Neighbor 

Guidelines Posting
• Short Term Rental 

Acknowledgment 

For Additional Information visit the 
City of Bend Short Term Rental 
Program webpage  

Click Next Step: Review & Submit 

https://www.bendoregon.gov/government/departments/community-development/online-permit-center/business-registration-licensing/short-term-rental-program
https://www.bendoregon.gov/government/departments/community-development/online-permit-center/business-registration-licensing/short-term-rental-program
https://www.bendoregon.gov/home/showdocument?id=48342&t=637434754495730000
https://www.bendoregon.gov/home/showdocument?id=43012&t=638073079194170000
https://www.bendoregon.gov/home/showdocument?id=41769&t=637907030480530000
https://www.bendoregon.gov/home/showdocument?id=41771&t=637459691216200000
https://www.bendoregon.gov/home/showdocument?id=49912&t=637576356174530000


 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

This reminder box will pop 
up, click “Ok” to continue. 

 



 

Review and Submit 

On this page you will review the 
information that you have entered 
for your application. Confirm that it 
all looks correct and accurate. If 
there is a mistake, you may fix it by 
going back. 

If everything looks correct. 

 

• Check the box that says” I 
Agree” 

• Enter the captcha with 
those hard to read letters 
and numbers 
 
 

 

Click Submit Application 

 

 

 

 

See closer picture on the next page. 



 

Review and Submit 

 

 

 

Here is a closer picture of the 
previous page. 



 

Business License 
Application - Submitted 

 

 

On this page you will confirm the 
application was submitted and you 
can pay the application fees, by 
clicking on the “My Shopping Cart” 
link. 

 




